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IOWAGRANTS MEMBER TIMEKEEPING INSTRUCTIONS 
Members must be registered with A&A and IowaGrants and be approved with the correct role by ICVS before they will 
be able to be added to the system and/or before they will be able to access the Time Sheet section. 
 

OVERVIEW 
The member’s timesheet landing page appears below. 

 
 

 

INSTRUCTIONS 

Name 

Time Sheet End Date Time Sheet Start Date 

To see the 

timesheet, 

click here. 

Only sheets in 

correcting or 

editing mode 

can be 

changed by 

the member. 

Time Sheet 

Status 

 



2 
IOWAGRANTS MEMBER TIMEKEEPING INSTRUCTIONS 

Time Sheet View Page 

The member below is at two service sites. 

 

For members at one site, their Time Sheet View page will look like this. 

 

Sit

e 

#1 

Inf

or 

Sit

e 

#2 

Inf

o 
submitted 

Status of timesheet 

This number represents the 

average number of hours/week 

the member needs to serve (at 

both sites).  Calculation for 

individual sites is included in 

the “this service site” column. 
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TO ENTER MEMBER HOURS 
 
This is main menu the members see when they access the system.   
1. Click on My Time Sheets. 

 
 
2. Read the Instructions. 
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3. To input member hours, click on View. 

 
 
4. Click on Edit. 

 

Only time sheets in editing 

or correcting status can be 

changed by the member. 

Time sheets in submitted 

or approved status are 

locked for editing. 

Note: once time sheets are 

approved by the site 

supervisor, only a member of 

ICVS staff can unlock them. 
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5. Enter hours served under categories of Fund Raising, Training or Direct Service ONLY.  Add comments, if applicable. 

 
 
6. Click Save 

 

Members should NEVER 

have hours under 

Supervison or Other. 

NOTE: Comments should be 

used by members as directed 

by their programs.  Training 

hours should be hours spent 

by the member IN training.  

Training offered by the 

member to others is generally 

considered direct service. 

Comments can be entered in 

either or both areas as 

directed by the program or 

site supervisor. 
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7. Optional: Add a Great Story by clicking on Add. 

 
 
8. Enter Story Name, Date and Story. 

 

3. Story 

1. Story 

Name 

Note: All fields on this form are required.  You 

must enter something in every field, 

otherwise you will receive an error message. 

If you want to add an attachment and not 

include any narrative in the box, please enter 

N/A in the box.  You must first complete this 

step to be able to add an attachment. 

2. Date 

4. Save 
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9. (optional) Add Attachment to Great Story.  Click on “attach” icon next to Great Story. 

 
 
10. Click on Browse to select file and then attach to attach it in IowaGrants. 

 

Click here – although 

it looks to be “grey” it 

is a working link. 

1. Click Browse 

2. Click Attach 
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11. Review the information on the time sheet.  If it is correct, click Submit.  If not, click edit to revise. 

 
 
12. View Position Description or Service Agreement.  Members have the ability to view their position description and 
service agreement in the system.  These will appear at the bottom of your timesheet view page. 

 

Click Submit if correct 

If changes needed, click edit 
to return to time sheet 

Note: in some cases, both the service 

agreement and position description are 

included as one document. 


